Department of Behavioral Health
TRANSMITTAL LETTER

SUBJECT
DBH Official Travel and Training Approval

POLICY NUMBER DATE T g
DBH Policy 750.2A JUN 2 2 2018

Purpose To establish standard procedures for the authorization of official travel and
training. This revision contains the updated forms and number of days allowed to submit
request for official travel and training authorization (see section Sa). The approval of
administrative leave for meetings, conferences, or approved trainings that the employee
has been granted permission to attend are addressed in sections 5f.

Applicability. This policy applies to requests for official travel, travel advances and
reimbursement of travel expenses by employees of the Department of Behavioral Health
(DBH), certain DBH applicants, consumers and family members, whose expenses are to
be paid with public dollars. Contractor reimbursement is not covered by this policy.

Policy Clearance. Reviewed by affected responsible staff and cleared through
appropriate Behavioral Health Authority (BHA) offices.

Effective Date. This policy is effective immediately.

Superseded Policy. DBH Policy 750.2, same subject, dated December 22, 2014,

Distribution. This policy will be posted on the DBH web site in PDF format at
www.dbh.dc.gov by clicking “About DBH” (top section), then choosing “Policies and
Rules” and following the policy number. The WORD version is available upon request
from the Policy Division, emails: keri.nash@dc.gov or ana.veria@dc.gov.

Applicable entities are required to ensure that affected staff is familiar with the contents
of this policy.

Government of the District of Columbia
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Supersedes
DEPARTMENT OF Supersedes DMH Policy 750.2, DBH Official Travel and Training
BEHAVIORAL HEALTH | Approval Policy, dated September 22, 2014

Subject: DBH Official Travel and Training Approval

1. Purpose. To establish standard procedures for the authorization of official travel and training.
This revision contains the updated forms and number of days allowed to submit request for
official travel and training authorization (see section 5a). The approval of administrative leave
for meetings, conferences, or approved trainings that the employee has been granted permission
to attend are addressed in sections 5f.

2. Applicability. This policy applies to requests for official travel, travel advances and
reimbursement of travel expenses by employees of the Department of Behavioral Health (DBH),
certain DBH applicants, consumers and family members, whose expenses are to be paid with
public dollars. Contractor reimbursement is not covered by this policy.

3. Authority. DCMR, Title 1, Chapter 8, District of Columbia Employees Travel and Related
Expenses; District of Columbia Procurement Practices Act (“PPA”) of 1985 (Sections 101, 107,
201, 202 and 321); D.C. Official Code §§2-301.01, 2-301.07, 2-302.01, 2-302.02, and 2-303.21;
27 DCMR §§1801-1802 et seq; 6 DPM 2903, 6B DCMR Chapter 12; and the Office of
Contracting and Procurement (OCP) Policy No. 2009-01).

4. Definitions.

4a. Local travel. Travel within a 50 mile radius of the employee’s duty station incurred for
official DBH business.

4b. Out of City travel. Any travel more than a 50 mile radius outside of the District of
Columbia or from employee’s duty station.

4c. Spending plan. Refers to the aggregate budget for the department/unit for the Fiscal Year.

5. Policy.

Sa. Any travel and/or training related activity must have prior approval regardless of the
funding source. Failure to obtain all required approvals may result in reimbursement forfeiture
(see Exhibit 1 for Approval Guidelines).

(1) Submission of request to travel and all relevant materials (Exhibit 2) are to be
submitted to the immediate supervisor 6 weeks prior to the official date of travel. Exhibit
3 enumerates the forms that need to be attached to the request.
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(2) Supervisor submits all completed forms with signatures and codification of funding no
less than thirty (30) business days prior to official date of travel to the Agency Fiscal
Officer (AFO).

5b. Approval of travel and training attendance are dependent on the availability of funds as
verified by the Agency Fiscal Officer (AFO). Supervisors are responsible for ensuring that
travel expenditures are within their spending plan and must codify items in the request forms.

5c. Reimbursement for union employees is based on the collective bargaining agreement
(CBA) and availability of funds.

5d. Requests for reimbursements with all the necessary receipts shall be submitted to the AFO
within fifteen (15) business days of the completion of the travel (see section 4, Official
Travel and Training Approval see Guidelines, Exhibit 1).

5e. Reimbursement of mileage for use of personal vehicle is available for travel as detailed in
DBH Policy 750.3A, Government and Personal Vehicle Operators’ Accountability Policy.

5f. Administrative leave shall be granted when an employee has been given permission to
attend a meeting or conference, or to participate in an approved training program.

(1) Administrative leave may be granted by the DBH Director/designee for up to ten (10)
consecutive workdays (see Exhibit 1, 2 and Justification Memorandum addressing approvals).

(2) Administrative leave in excess of ten (10) consecutive workdays may be granted only with
the approval of the personnel authority covered in this policy (see Exhibit 1 and 2).

(3) Requesting employee shall complete Exhibit 2, travel/training justification memo and
other forms (e.g., requests for reimbursements, as applicable).

6. Procedures.

6a. DBH Official Travel and Training Approval Guidelines (Exhibit 1). Employees must
comply with procedures outlined in the DBH Official Travel and Training Approval

Guidelines.

6b. Restrictions by the City Administrator. During a District travel restriction issued by the
Office of the City Administrator (OCA), the Request for Training and Travel (Exhibit 2 and 3
which includes Forms TR-1, 2, 3, and 4) will be completed for District and out of town travel
and submitted to OCA.

6¢c. P-cards_may not be used for travel and training absent specific authorization. Agency
employees may travel for official business purposes, including training; however, all travel
and training must be approved in advance by the Office of the City Administrator through the
normal travel and training approval process, unless a waiver is granted. Once the approval or
waiver is granted, traveler must email proof to the Purchase Card Procurement Officer at the
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DC Office of Contracting and Procurement to activate the travel portion of the P-Card for the
specific period of time of travel.

6d. In general, local travel reimbursements (mileage, parking, taxi, metro fares, etc.) are made
on a monthly basis, after completion of forms included in Exhibit 3, TR-3). This approved
form must be received by the Office of the Chief Financial Officer (OCFO) at least ten (10)
business days prior to any travel expenditures. Mileage, based on actual odometer readings,
must be reported for each trip and the original parking receipt must be attached in order to
receive reimbursement.

6¢. The completion of travel packages are the responsibility of the Traveler; using the GSA
Per Diem Rates, which can be found at the following website:
https://www.gsa.gov/travel/plan-book/per-diem-rates

All relevant information on travel indicated in Exhibit 3 must be submitted.

6f. Supervisors who review and approve requests for reimbursement of travel must ensure the
following:

(1) Each trip or expense is justified as required for the benefit of DBH,;

(2) Expenditures are codified according to spending plan;

(3) Approval is contingent on availability of funds as verified by the AFO; and

(4) Completed forms and supporting documents are submitted and processed from
supervisor’s office at least six weeks prior to travel.

7. Relevant DBH Policy. DBH Policy 750.3A, Government and Personal Vehicle Operators’
Accountability Policy.

8. Exhibits.

Exhibit 1 - Department of Behavioral Health Travel and Training Guidelines (Includes Flow
Chart)

Exhibit 2 — DC Training Form 1 — District of Columbia Government Employee Training
Authorization

Exhibit 3 — Travel Checklist Packet

Exhibit #TR-1 - REQUEST FOR TRAINING AND TRAVEL AUTHORIZATION
FORM (Submit along with Required Supporting Documentation)

Exhibit #TR-2 - TRAVEL EXEMPTION REQUEST (When the travel-related
lodging is greater than the per diem allowance)

Exhibit #TR-3 - TRAVEL REIMBURSEMENT FORM (When requesting an
advance and/or reimbursement from agency)
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Exhibit #TR-4 - PERSONAL VEHICLE REIMBURSEMENT FORM (Must be
completed and submitted to agency with supporting information including odometer
reading, maps showing distance travelled)

Travel Justification Memo Template

Exhibit 4 — Routing for Travel and Training Request

Approved by:

Tanya A. Royster, MD
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Department of Behavioral Health
Official Travel and Training Approval Guidelines
\

» DBH Employee gathers all relevant materials on travel.
» DBH Employee submits relevant materials to Supervisor for approval at least six
Request weeks prior to official travel.

.

\
* Supervisor processes materials for approval, including codification of funding.

* Supervisor submits materials to the Agency Fiscal Officer (AFO) no less than

Supervisor thirty (30) days prior to official travel.
Approval v

¢ AFO verifies availability of funds.
Nl e * AFO sends materials to the DBH Director for signature.
of Funds

*\
+ Director signs submission.
+ Note: If the Mayor has imposed a restriction or freeze for travel: (1) Office of
Sy Director submits materials to the Office of City Administrator (OCA) and (2)
slev e OCA reviews materials for approval and returns to DBH Office of Director.
/
\
» Approved travel advance and travel reimbursement checks will be mailed to the
traveler's home address.
J

* Accounts Payable processes reimbursable expense payment to employee.

Reimbursement
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1. General Guidelines. The purpose of DBH’s travel policy guidelines is for payment to be efficient for
both the traveler and DBH. These guidelines comply with District and Federal law and regulation to
ensure effective operations and reliable financial reporting.

2. Authorization of Qut-of-Town Travel.

2a. Supervisor approves requests for out-of-town travel with appropriate codification of funds from
unit’s spending plan. Requests for out-of-town travel must include the completed forms included in
Exhibits 2 and 3.
2b. The Agency Fiscal Officer (AFO) certifies the vouchers for travel and training.
2¢. The Director reviews the packet for approval and returns to Agency Fiscal Officer (AFO) for
processing. When there is a travel freeze or restriction, the travel request packet is submitted by the
Office of the Director to the City Administrator’s Office (OCA). Upon OCA’s completion, the packet
is sent back to DBH.

3. Local Travel. Reimbursable when:

3a. Approved in advance by supervisor, in accordance with the spending plan.

3b. Inner City Travel (Exhibit 3, TR 3) must be received by the Agency Fiscal Officer at least ten
(10) days prior to the occurrence of any travel expenses.

3c. The total monthly reimbursement is determined by the AFO.

3d. Mileage is reimbursed in accordance with the following link:
https://www.gsa.gov/travel/plan-book/per-diem-rates

3e. Actual odometer readings must be reported for each trip and the original parking receipt must be
attached to the reimbursement voucher (Exhibit 3, TR-3). Reimbursement for parking meters and
metro fares are reimbursable. Traffic and parking tickets are not reimbursable.

4. Guidelines and Procedures on Submitting Request for Reimbursement.

4a. Employees authorized to travel shall:

(1) Submit the travel request packet (2a above) to the AFO no less than thirty (30) business days
prior to travel.

(2) Maintain receipts for lodging, ground transportation, and other incidentals not covered by the
per diem meal rate.

(3) Submit a travel expense report (Exhibit 3, TR- 3) to the AFO within fifteen (15) business days
after completion of travel. The Expense Voucher shall be used to record all travel expenses with
receipts attached to support the expenses claimed. This should include per diem amounts claimed
for each full day of travel, including a detatled hotel bill, receipts for ground transportation and

Page 2 of 6
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other incidental costs (e.g. airline baggage fees, gas for rental car, tolls). Adjustments should be
made for partial days or meals provided as part of a conference.

4b. Travelers may request an advance of funds to cover their expected travel expenses. Complete and
accurate travel advance requests must be submitted at least fifteen (15) business days before the date

of travel to be eligible for a travel advance. A complete request includes the traveler's home address,

funding source and all relevant supporting documents and schedules (Exhibit 2 and 3).

(1) Travel advance and travel reimbursement checks will be mailed to the traveler's home
address. The traveler must contact the assigned Financial Operations technician for a copy of the
travel advance/expense spreadsheet, which shows the break-down of expenses.

(2) Travelers who submit a timely request for an advance, but who have not received an advance
check at their home address, may request an emergency replacement advance. Replacement
requests must be made at least two (2) business days prior to travel.

(3) Advances will be provided at 80% of the per diem rates for lodging, meals, and estimated
transportation costs. Advances will include 100% of airline costs and conference registration fees
if circumstances require the traveler pay them.

4¢. Charges that result from the cancellation of planned travel (e.g., nonrefundable registration
fees) will be assigned to the traveler's unit’s spending plan.

5. Reimbursable expenses. Reimbursement Forms are submitted to the AFO as listed in Exhibit 3.

5a. Meals and Incidental Expenses.

(1) Reimbursement is based on the federal per diem rate for the host city.
(2) The per diem rate covers the costs of meals, tips and laundry.

(3) The per diem rate will be adjusted to account for partial days or meals provided as part of a
training.

(4) Per Diem adjustments for meals included as part of a conference or which are otherwise
provided is: 25% breakfast, 25% lunch, and 50% dinner.

(5) Travelers will be paid 75% of the per diem rate for the date of departure and date of return
from out of town travel.

(6) Variations to the above rates for partial days will be considered on an individual basis.
(7) Receipts may be used to support reimbursements for partial day meal expense(s).
(8) No per diem is allowed for out-of-town travel less than twelve (12) hours. Travel for more

than twelve (12) hours, but less than twenty four (24) hours, shall be eligible for 75% of the per
diem rate for the day.

Page 3 of 6
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Hotel.
(1) Reimbursement is based on actual cost and must be supported by an itemized hotel receipt.

(2) The maximum hotel reimbursement is the federal per diem lodging rate for the host city, plus
applicable taxes. Hotel expenses beyond the federal per diem rate are the personal responsibility
of the traveler.

(3) Travelers are directed to request an exemption from any hotel taxes, based upon their
government ID and their travel authorization form. Travelers, however, are advised that the
application of hotel tax varies from state to state, and even within states.

(4) Requests for waiver of the federal per diem lodging rate will be considered under the
following circumstances:

a. Unavailability of lodging at the federal rate (subject to verification);

b. Remote location of available lodging with respect to conference location, if the time and
expense to travel is excessive relative to the added cost of staying at the conference location;
and

¢. Evening meetings that require traveler to be at the conference location late at night.

(5) Requests for a hotel waiver must be supported by two (2) rate quotes from surrounding hotels
that either had no rooms at lower rates or were too far from the conference location (provide
distance). Other special circumstances will be considered, such as members of a group staying in
a double room to lower costs.

(6) The appearance of extravagant expenditures shall be avoided.

(7) Requests for waiver of the federal per diem lodging rate must be approved prior to travel.

(8) The traveler is responsible for reserving his/ her own hotel room on a personal credit card, as
the government purchase card cannot be used for this purpose.

Phone Calls and Other Expenses.

(1) Business phone calls are reimbursable and should be so noted on the hotel bill.

(2) One personal phone call, reimbursed up to $5 per night, is allowed for each night an
individual is on travel. Additional personal phone calls, entertainment, alcohol and other personal

expenses are not reimbursable.

Ground Transportation.

(1) Ground transportation and other incidental expenses are reimbursable if they are related to the
business purpose of the travel. Receipts must be attached to support each claim

Page 4 of 6
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(2) The maximum reimbursable amount for ground transportation and/or parking costs claimed
without a receipt is up to $30 per incident.

(3) Requests for a rental car must be justified and approved by the supervisor to be reimbursed.

5e. Mileage.

(1) The use of a personal vehicle for business-related travel shall be reimbursed at the prevailing
federal mileage rate (see www.gsa.gov for current rates).

(2) Mileage should be calculated based on the distance from the starting point to the destination.
If travel originates from a location other than the workplace, mileage claimed should be the lesser
of:

a. distance from home to the destination, or

b. distance from work to the destination.

6. Reimbursement Process.
6a. All travelers must submit a travel expense report at the completion of travel.

6b. The AFO shall process the expense report, with any additional reimbursement required over the
amount advanced, within fifteen (15) days of receipt of a submitted complete expense package.

6c. Any disallowed expenses claimed shall be identified and explained.

6d. In the event that arbitration is required to reach agreement on disallowed items, the traveler
should submit a memo requesting such arbitration to the AFO within thirty (30) days of receiving
notice of a disallowance.

6e. If the expense report is not submitted within ninety (90) days of return from travel, the traveler
will forfeit reimbursement in its entirety. The AFO will seek recovery of the full amount of the
advance from the traveler. Future travel for the individual will be prohibited until all prior travel is
fully resolved.

7. Pre-Employment Travel, Relocation Expenses and Temporary Housing Allowance,

7a. Travel expenditures of non-DBH employees may be reimbursed by DBH under the conditions
specified below. Reimbursement for travel expenses is limited to the items described in this section.
For both pre-employment interviews and relocation of certain employees, the completion of the
required forms are the responsibility of the employee and the hiring program. Costs will be charged to
the hiring program’s budget.

(1) Pre-Employment Interview. An individual under consideration for employment for an
Excepted Service position by DBH may have reasonable travel expenses paid, up to a maximum
of five thousand dollars ($5,000), incurred incidental to pre-employment interviews held for the
purpose of ascertaining his or her qualifications for a hard-to-fill policy position at the grade level
DS-11 or above. For a position in the Executive Service, reasonable travel expenses, up to a
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maximum of five thousand dollars ($5,000), incurred incidental to pre-employment interviews
held for the purpose of ascertaining an applicant’s qualifications may be paid. A request for
reimbursement must be approved by the DBH Director prior to the interview.

(2) Relocation Expenses. DBH may pay reasonable relocation expenses for the individual and his
or her immediate family when the individual is selected for, or appointed to, a hard-to-fill policy
position in the Excepted Service at grade level DS-11 or above or to a position in the Executive
Service, if that relocation is to the District of Columbia from outside the Greater Washington
Metropolitan Area. Payment of expenses may be made only after the selectee or appointee signs a
notarized agreement to remain in the District government service for twelve (12) months after his
or her appointment, unless separated for reasons beyond his or her control that are acceptable to
the Director of DBH (for Excepted Service) or the Mayor (for Executive Service). See Exhibit 7
for Instructions for Moving Household Goods.

7b. DBH may also pay a reasonable temporary housing allowance, for a period not to exceed sixty
(60) days, for the individual and his or her immediate family who are eligible for relocation
expenses. Any expenses incurred for which reimbursement is sought must be supported by a valid
receipt or invoice, the original of which must be submitted with the request for reimbursement.

Page 6 of 6



DC Training Form 1

District of Columbia Government EMPLOYEE TRAINING
AUTHORIZATION
1. Name of Participent

Soclal Sscurity Number
. {tast 4 digits)

LBH Folicy /5U.2A
Exchibit 2
version 2018

TC
Phona No.: Fax No
Iy Mon-District Government

2. Department/Agency, Bureau, Division, ste.

[Employes | D.:

Phone No.:

Fax No.: [E-Mail:

3. Posttion, Title, Series. Grade and Step

4, Description of Duties

5. Participant &, has £l hes not at least ane continuous year of current government sarvice (Federal & DG Gavernment). If not, waiver required.

6. Conlinued Service Agreement is g Is not £ required. If required, attach Training Form 1A

7. é&;;ﬁhfc;u%nﬁﬁﬁibér. and deacription (Attach brochure or announcement).

8. Teainina Perlod
From: o

10. Name and Address of Trainina Vendor

|3, Number of Course Hours
On Outy: _ Off Duty
11. Location of Training Site

Tofat. /A (Weekands only)

TOTAL

12, Cost While in Training Pald by{incl, Peid teave): 13. Related Cost Pald by:
Salary Benohis Appropaiation Grani, etg. Employee Approgsiation firanl, alc. Employes
Tuition Feps -3 S L Teavel (incl. Taxi, $ ]
Books/Matenaly S $ -1 bus) s 5 s

$ - $ $ Per Drem {incl. $ K3 L

s $ H lodging, meals) $ 3 3

5 -1 S Aldare_______ § Other

5 $ 5 (spacily)

TOTAL $

14. Accounting Classification and Order Rumber:

16. Signature & Title of Funding Officer {Cert. of Avallable Funds)

15. Billing Instructions {Forward invoice to): (Soo sttachments}

Signalure Dale
Name ang Tille:
APPROVALE
17. | request approval of this training as being necessary te the werk of this unit tor the tollowing reasons:
Signature of Immediate Suparvso Name. Title and Office Phone Numbar
18. Departmeant Head (or Designated Official) 18 Appreved & Not Approved
Signatuea
Name and Titie
19. Director of D.C. Depa_mﬁ;r;i of Human Resourcea or Deslgnes - Certification and i Approved 24 Not Appreved
Concurrence
Signature
Name and Tille
20, Bamarka dinctuds ressana for ron-enoroval) 21
Signature Date
Nama. Titte and Office Phone Number

FOR WDA USE ONLY [Date Entervd:

IConﬂrmaﬂon Sent:

|Note:

D.C. Training Form [ (Rev 20t

(Sce instructions on revarse side)
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DBH Pol

TR 1 through TR -4 att

icy 750.2A
Exhibit 3 -
achments,

Memo template

REIMBURSABLE COST

Travel Checklist /
Attached GOVYERNMENT FORMS Submitted |
Exhibit # REQUEST FOR TRAINING AND TRAVEL AUTHORIZATION
TR-1 FORM (Submit along with Required Supporting Documentation)
Exhibit # TRAVEL EXEMPTION REQUEST (When the travel-related B
TR-2 lodging is greater than the per diem allowance)
Exhibit # TRAVEL REIMBURSEMENT FORM (When requesting an
TR-3 advance and/or reimbursement from agency)
PERSONAL VEHICLE REIMBURSEMENT FORM (Must be
Exhibit # completed and submitted to agency with supporting information
TR-4 including odometer reading, maps showing distance travelled)
Attached REQUIRED SUPPORTING DOCUMENTATION FOR

TRAVEL JUSTIFICATION MEMO (Template attached

COPY OF BROCHURE, FLYER, LETTER OF INVITATION,
ANNOUNCEMENT FOR EVENT

GSA CURRENT PER DIEM RATES FOR HOTEL AND MEALS

AIRLINE ESTIMATE WITH PRICING AND TAX RATE

HOTEL PRINTOUT WITH PRICING, TAX, ADDRESS,
TELEPHONE NUMBER

REGISTRATION REQUEST WITH COST

| IF GRANT FUNDED, PROVIDE SUPPORTING

DOCUMENTATION

CONFERENCE AGENDA
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GOVERNMENT OF THE DISTRICT OF COLUMBIA
TR-1 REQEUST FOR TRAINING AND TRAVEL AUTHORIZATION FORM

JUN, 2.2, 2018

l. Training/Travel Request Summary

1, Name of Travater m\pbyﬂ [»3 3. AgencylDepartment (b o Budgel Codel
DBH(RMO)
S, Trameng of Conlerence Dalrs Fmmy

4. Posivon Trie

To

8. Owscnpuon of TravevTeaining

7 Veavol Destnavon

8. Totad Cost i Traval Traimng. or Conferencet’

©. Tralning, Confesance of Seminar Evant Locanon Address

11. 3 Fraval 13 Sponsorad (List Sponaor)

12. Donaton Applicaton Heguast N

N/A

13, Spensory Donabon Amount

N/A

Il. Transportation

14. Mods of Transpartation

Aidine {1 Train (] Other Private Vehicle

15. Mathod of Payment

O Advance @Travei Card

Chher

NA

'?rnnsporiltion to Destination

18. Pown of ssrtwe

17 Travel Date 18 Zasnet Noms

9. FHght or Train ICe

20. Depanurs Tume

21 Amvas me

[Transporiation to Return
N/A

22. Pot ot Depantns

§23. Teavel Date

24. Canier Name 25, Sigpn o Tean K

26, Cwpartare Tams

27 perva Tumn

iii. Lodging

28. Holel Name ang Address
N/A

29 Hoe! Prone

30, Loog.ng Datea From

L. Lengin of S1ayiMights.

[Seacial Notes

IV. Total Cost

Quantity

Unit Coat

Subtotal

Tax Rate Total Rate Totat Comt

P-Cord

Advance

Transportation (Aidine, Train, etc.) Mileage

Ladging {(Govamenent Rata)

Per Dism

Par Diem (First and Last Oay of Travel)

Car Rentel (Onty H Approved)

Tralning/Aegistration Fees

Baggage leas}

Cither Expenses (Ground Travel including
shuttles, Taxis, Car Rental, Parking Fees /

TOTALS0.00

V. FundinaAttributea {Provided by Agency Budget Responsibte Manager or Agency Fiscal Officer)

Agency

Year | Org Code

Fund lndex

PCA Project/Phase Grant/Phase

Object

Initials

RMO

207

Vi. Traveler Signature

Signature

Date

VIil. Authorizations

Administration Representative

Signatwe

Date

AFOQ or Budgel Analyst

Joyce Jater

Agency Fiscal Officer Signature

Date

Agency Director or Dasignee

Tanya A. Royster, MD

Direcior Signaluwe

Date

City Administrator (f required
per Mayor's Qrder)

Nama {Prmiad)

Tito Signatuie

Date

Offica of the Chist of Stalt
{International Only)

Name {Prified)

Tille Sighature

Oate

{2012-1)
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* %k TR-2 Travel Exemption Request Form Lhs
——— Government of the District of Columbia

PLEASE NOTE: This form must be completed when the travel-related lodging is greater than the per
diem allowance set forth by the Federal Government's General Services Administration, when an
employee is unable to obtain lower rates for early conferenceftraining registration, or another item
that requires exemption (if requested by the OCFQ). This form must be attached with the requested
advance/reimbursement.

AGENCY'S FISCAL OFFICER OR INDEPENDENT CFO

Name Joyce Jeter

Title Agency Fiscal Officer
Agency/Department DBH/ OCFO

Address 64 New York Ave NE 2nd Floor, Washington, OC 20002
Phone Number 202-671-2913

EMPLOYEE/TRAVEL INFORMATION

Last Name, First Name, Middie Initial

Phone Number ligencyloepar!ment & Agency Code
Trip Destination and Dates of Travel

| to |

EXEMPTION REQUEST AND APPROVAL

The enclosed travel reimbursement and/or advance for the aforementioned employee has the lollowing (please ¢heck
ali that apply):

Travel-related lodging expenses that are greater than the per diem allowance set forth by the Federal
O Government's General Services Administration (Please explain in lines below):

0 Employee is unable to obtain lower rates for early conferencefiraining registration {Please explain in
lines below):

O |Other items that require exemption (Please expiain in lines below}:

| am authorizing the approval of this travel reimbursement andfor advance with the requested lodging costs,
registration fees, or other item that requires an examption.

Supervisor's Name and Title Signature

Agency Head's Name and Title Signature

Tanya A. Royster, MD, Director

Date
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xRN GOVERNMENT OF THE DISTRICT OF COLUMBIA dcant
——] (Agency Name) :
TR-3 REQUEST FOR TRAVEL EXPENSE REIMBURSEMENT FORM
l. Trave) Package Control
1 Rame of Travale: 2. Employae 1D: 3. Agency
;) DBHAMO}
S, Travel Date: From

4 Potition Tife =
[6. Descrplion of Travey Tracng 7. Frave! Dcslina?mn 8. Traineng, Confaranca of Seminar Loa
[0 [

li. Traveler Advance Request

7 Travader Home Addiss’ %, Reimbursemen) Regquested
Paimbursamen) Owsd 1o Traveler 3 Complate secton Il not 1Y
Rambursaman Owed io tha Distne1 O Complale sectinn 1Y no Il
0. Phons Number
1§ Spacial Notes
ill. Owed to the Traveler IV. Owed to the District
ftam Dallar Amount Item Dollar Amount
Total Cost of Travel Tital Cost of Fravel 8000
Advance Amoun 50 00]advance Amount 5000
Reimbursement Amount Owad : 50 00| Reimbisrsament Amount Owed : 50 00)
TOTAL Amount Requested for Reimbursement - 20.00
Entor Amounl sither from Section 5 of Secton IV '
VI. Traveler Signature
1 carlily that | am raquasti - for Iravel on officisl Distnct govemment business | wit kaap onginal recaipta for all nrp.nusandlubmhhun.lhmﬁﬁapmmmﬂcud
lmmmnuhmlorm.umm-nunr cays of he suthorized Favel Pl clate. {undk wd thant | will nol be ra d lor any xp thal are nol ! uﬂlnﬂiial"
mlaw\omodbymlom.ormmwwﬁlﬂ Ghapler 8 of the D C. Municipal Reguiadons, District of Columbla Employsas Tiavel and R Exp or ather sppih Olwiciorlwonl
flawr o 1 Fund d thal if arel d by the Distnct {such aa through =n sdvancs to ma or through -ﬂvlnu paymants kg (hird partios) .nd | fail b learval o altend the Lraning, 18l
o submit & properdy pleted travel ikation lorm by the reguited date, or fad 1o tha Fisinct for any advance in sxcess of actual and auihor the bal due may be
(wilbhald trom my pay or from other Districl pay due ko M now of in The lulure, | may iso ba subjacl lo discplnary action,
e Sate
V. Review Checklist

Travel Coordinater signs that the package Is Complete, containing all required documanlation: refer 1o SOP 890.100 lor required docurnentation

- Signature of Coordinatar
ecaipt Heceupt ﬂecmpt
Ling ltem ) | Total Cost Ling lem | Feceipt 11 | Receipt #2 | Receip #3 I I Total Cost
Revigwsts must calculate each expense ilem and whte ftal amounts by hand Reviewers muai cakcufate sach #xpense item and wits lalsl amaunia by hand.
Tiaming' Traming
Hegiskation Fes $0.00 50.00 $0.00 40 90| Regiatravon Fee $0.00 $0.00| $0.00 $0.00
Transportaisen Transporiation
{Arines. Train. (Autnes. Tran,
L , Fas) £0.,00 $0.00 $0.00/ $0.00|Lugpage. Fea) 50.00 50.00 $0.00 $0.00
%l. L {Hotal.
Tax) S0.00 50.00f $0.00 §0.00| Tax) 50.00 $0.001 $0.00 $0.00
Food & Food &
Bavaragss (il Beverages {if
mess than 15 mova than 15
receipis are racepis arg
provicied for provided lor food,
lood, 1eviewars ravigvasts sholkd
should agren fo agree 16 use a
uk# a combnned bined per day
day £0.00/ $0.00 $0.00 50.00 ) $0.00 50.00 30.00/ $0.00
Parsonsl Car ’F‘monal Car
(Milage 1 (MAage x $0.538)
$0.535) $0.00 $0.00 $0.00 $0.00 $0.00/ S0.001 $0.00 $0.00
Ground Trave Ground Travel
(Shurdes, Car (Shuttles, Car
Rental, Paming Renial. Parkng
Feat) $0.00 $0.00 50.00 50 00[Feos) $0.00 50,001 5000 50.00/
FOTAL COST §0.00 TOTAL COST| 50.00,
Paparwork Accuracy| ] Paperwork Accuracy @]
AB recaipts wara provided| Al racaipls were provided
All Requited Fieds ara completa-di Al Raguirad Fleids are Completed
Diolflar A L @ CorreCtiyl Dollar Amount caiculate ¢ y
Wi o 10 ba acturate Inigrmatign appears to be accurate
No Found Speting Errars No Found Speting Errors]
Reviewsr # t Reviewer 2
Print Nama: Print Nama:




TR-4 Personal Vehicle Reimbursement Form

Name

Department

Period

Per Mile
Reimbursement (0.585

Total Reimbursement
Due

Date Description of Expense (Origin
and destination of travef)

Date Submitted

Authorized by

Miles (Odomoeter
Reading - Personal
Car Only)

Mileage

Reimbursement

$0.00
$0.00
$0.00
$0.00
$0.00

£0.00

ADVANCE:
Expenses
Reimbursement

$0.00

JUN 2 2 7018



JUN 2 2 2018

¥k k GOVERNMENT OF THE DISTRICT OF COLUMBIA %
{Agency Name)

MEMORANDUM
TO:

THRU:

FROM:

DATE:

SUBJECT: TRAVEL/TRAINING JUSTIFICATION

PLEASE NOTE: This should include the description/purpose/justification of the travel.



JUN 22 7m8

¥

LA
A
CE=3

GOVERNMENT OF THE DISTRICT OF COLUMBIA
DEPARTMENT OF BEHAVIORAL HEALTH
Document Approval Routing Slip

NATURE OF THE REQUEST: TRAVEL
REQUEST

v Traveler application (with signnture wnd dute)
nuest he sahmitted at fease 6 WEEKS PRIOR to
requested travel dute. Al submissions that are less
than 6 weehs in udvance will be denied,

o Jf pCurd is wiilized, travel must have been
approved in o quartecly pCard spewd plan prior o
stthmninsion

Date Prepared:

When Needed:

Front Burner:
OYes I No

Date

Sequence

Date

Approval Initials

Route Reviewer Receipt Sign-off Date

Yes

No

Month/Date/Year

4

Director, Tanya A. Royster,

MD

3

Chief Operating Officer,
Irina Beyder-Kamjou, PhD
(or designee)

Operations, Andria Blaine

AFO, Joyce Jeter (or
designee)

HR: Frankie Wheeler (or
designee)

Fiscal Services: Antoinette
Alexander (or designee)

pCard Approval in
Quarterly Spend Plan
0O Yes OO No 0O NA

Sr. Deputy Director (for

Svstems Tr, rmation A
James Wotring
Administration Director
Name:

Immediate Supervisor:
Name:

[J Sign

DIRECTOR’S DECISION:

O Approve
[J Disapprove

PLEASE RETURN TO ANDRIA BLAINE (PROGRAM SPECIALIST, ADMNISTATIVE OPEFRATIONS ADMINISTRATION.
OFHICE OF THE COO. ONCI APPROVED BY DR. ROYSTER TIIANK YOU




